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•.    ■  Vendor  and  Purchaser 

A-wailabilitv 

SHIPPING  AND  STOPJvGE  BPMCE  mrORMmWA  NO.  42.1 

Distribution  of  Purchase  and  Sales  Abstracts  and  Related  Items 


I  Purpose 

A.  This  memoranduiTi  provides  the  procedure  for  forv/arding  purchase 
and  sales  abstracts,  related  itexas,  and  weekly  check  lists  to 
the  Storage  Division  in  '^Yashington  and  the  Regional  Shipping 
and  Storage  Divisions  in  order  to  establish  vendor  and/or  pur- 

>  chaser  availability. 

II  Responsibilities      ,  ■ 

Ao     The  Procurement  and  Price  Support  Branch  and  the  Sales  Branch 
in  V[ashington  are  responsible  for  sending  to  the  Regional  Ship- 
ping and  Storage  Divisions  abstracts,  corrections  and  supple- 
ments thereto,  and  amendments  to  contracts  T'rhich  have  been 
prepared  in  ".Vashington. 

B.  Regional  Procurement  and  Price  Support  Divisions  and  Regional 
Sales  Divisions  are  responsible  for  furnishing  to  the  Regional 

'        Shipping  and  Storage  Divisions  abstracts,   corrections  and  sup- 
pi  em.ents  thereto,  and  amendments  to  contracts  v.^hich  arc  prepared 
in  the  respective  regional  offices.  ■ 

C.  The  Procurement  and  Price  Support  Branch  and  Sf-les  Branch  arc 
responsible  for  furnishing  all  abstracts,   corrections  and  sup- 
plements thereto,  and  amendments  to  contracts  to  the  Storage 
Division,  Shipping  and  Storage  Branch  in  ITashington. 

Ill  Transition  Period 

A.    "iTnile  this  method  of  handling  abstracts  and  related  items  iTill 
become  effective  Scptem.bcr  15,   1945,  the  Regional  Shipping  and 
Storage  Divisions  v/ill  not  assume  responsibility  for  preparing 
order  tickets  until  October  1,     During  this  period  Regional 
Shipping  and  Storage  Divisions  T-rill  he.ve  an  opportunity  to  get 
their  vendor  availability  records  established  as,  enumerated 
in  Shipping  and  Storage  Branch  riomorandum  No.  41.1,  dated 
July  10,  1945. 
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IV    Distribution  of  Abstracts  and  Related  Items,  Ii-:ccpt  Processing  and 
Rep?.clcc.ging  Abstracts 

A.  Fuinbor  of  Copies 

H/o  copies  of  abstracts,  corrections  o.nd  supplements  thereto, 
and  amendiTients  to  contracts  vill  be  forvrarded  by  the  office 
issuing  the  documents  to  the  appropriate  Regional  Shipping  and 
Storage  Division. 

In  addition,  the  Procureraent  and  Price  Support  Branch  and  the 
Sales  Branch  will  fon-Tard  to  the  Chief  of  the  Storage  Division 
tivo  copies  for  use  in  the  Slapping  and  Storage  Branch. 

The  F.O.B.  point  and  the  coirjiiodity  type  will  be  the  governing 
factors  in  determining  the  proper  Regional  Shipping  and  Storage 
Division  to  v.-hich  the  abstract  will  be  sent.     '.There  there  is 
more  than  one  F.O.B.  point  and  all  are  in  the  same  region,  tvro 
copies  will  suffice. 

In  cases  vj-here  an  abstract  covers  more  than  one  FsO.B.  point 
and  they  are  in  different  regions,  tiTo  copies  will  be  sent  to 
each  Regional  Shipping  and  Storage  Division  involved.  Also 
in  cases  where  an  abstract  covers  different  types  of  a  com- 
modity, ti.''"o  copies  of  an  abstract  will  be  sent  to  each  Regional 
Shipping  and  Storage  Division  concerned  for  each  commodity 
type.  . 

B.  Marking  "Action  Copy" 

ft 

The  issuing  office  will  stamp  "Action  Copy"  on  one  of  the  copies 
sent  to  the  Regional  Shipping  and  Storage  Division.  ' 

'.There  it  is  necessary  to  send  tivo  copies  to  different  Regional 
Shipping  and  Storage  Divisions  because  of  the  F.O.B.  points, 
the  F.O.B.  points  involved  will  be  circled  in  red  pencil  on 
the  "Action  Copy". 

C.  Recording  the  Receipt  of  Abstracts 

Upon  the  receipt  of  ab.stracts  and  related  items   in  the  Regional 
Shipping  and  Storage  Di\'isions  and  the  Storage  Division  in 
ITashington,  a  record  VAill  be  made  of  the  abstract  or  item  on 
"Record  of  Abstracts",  Form  CCC-425,   (See  'i-xhibit  .T). 

Post  tho  following  information  on  the  "Records  of  Abstracts" 
on  thi-  items  received: 

1,  Date  received 

2,  j-bstra,ct  .number 

3,  Contract  nuinber 

4,  Commodity 

5,  F.O.B.  point  or  present  location 
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)  .-itor  the  posting  to  tliR  "Record  of  Abstracts"  has  boon  com- 

pluttsfl,  thu  tvj-o  copies  of  the  abstract  or  item  r/ill  bo  distri- 
buted as  follov/s:  ^  ... 

Storage  Division  in  "'.Tashington  ' 

One  copy  is  to  bo  sent  to- the* Chief ,  Program  Management  Division 

One  copy  is  to  be  sent  to  the  Inventory  Control  Unit,  Storage 
Division,  and  after  making  entries  in  the  Summary  Vendor  Availa- 
bility binder  or  the  Individual  'warehouse  Inventory  binder, 
the  copy  is  to  be  sent  to  the  proper  Commodity  Unit,  Storage 
Division. 

Regional  Shipping  and  Storage  Division 

One-  copy  is  to'bc  sent  to  the  Storage  Section  for  ordering  the 
commodity.     This  will  be  the  "Action  copy".  ^ 

One  copy  is  to  be  filed  in  a  m.aster  file  of  abstracts  and 
related  items. 

^    Processing  and  Repackaging  Abstracts 

A.     The  Procurement  and  Price  Support  Branch  mil  send  two'  copies 
j  of  processing  'and  repackaging  abstracts  to  the  Regional  Ship- 

ping and  Storage  Division  in  vmich  the  processor  is  located  and 
tvro  copies  to  the  Chief,  Storage  Division  in  Washington.  One 
of  the  copies  being  sent  to  the  Storage  Division  vfill  be  marked 
"Action  Copy", 

T    Use  of  Weekly  Check  Lists 

A.  Tfeekly  check  lists  of  all  the  abstracts,   corrections  and  supple- 
ments thereto,  and  amendments  to  contracts  v;ill  be  furnished- 
the  Chief,  Storage  Division  in  '^Tashington  and  the  Regional 
Shipping  and  Storage  Divisions  by  thp  Procurement  and  Price 
Support  Branch  and  the  Sales  Branch  in  "Ta s hing to n . 

B.  Regional  Procurement  and  Price  Support  Divisions  and  Sales 
Divisions  will  furnish  weekly  check  lists  for  abstracts  and 
related  items  prepared  in  the  regional  offices  to  the  Regional 
Shipping  and  Storage  Divisions. 

C.  These  weekly  check  lists  will  enable  the  Storage  Division  and 
the  Regional  Shipping  and  Storage  Divisions  to  determine  xT-hether 
copies  of  all  the  abstracts  and  related  items  have  been  received. 
In  case  any  abstract  or  other  item  shown  on  the  check  lists 

has  been  received,  a  message  should  be  sent  prom.ptlj/-  to  the  is-, 
suing  office  of  the  chock  list  and  the  latter  vrill  foravard  tv-ro 
\  copies  of  the  missing  itom.s  . 


IP 
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VII    Superseding  Instruction  and  3ff active  Date 

A.     This  procedure  supersedes  para^jraph  III,  B,   2,   of  Shipping 
and  Storage  Branch  Memorandum  No.  35.2,  entitled  "Regional 
Inventory  of  Commodities"  and  becomes  effective  on  September 
15,  1945. 


Chief,  Shipping  and  Storage  Branch 


Exhibit  "A" 


Form  CCC-425      U.  S.  Department  of  Agriculture 
8-4-45  Conmoditj'-  Credit  Corporation 

Office  of  Supply  -  Shipping;  &  Storage  Branch 
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UNITED  STATES.  DEPARB.'iENT  OF  AGRICULTURE 
PRODUCTION  AND  miKETING  AlMINISTRATION    *   •  ' 
SHIPPING  AND  STORAGE  BRaIjCH 

SHIPPING  Ar^  STORAGE  BRANCH  i.IEAlOR^NDU¥  NO.  42,1  -  REV.  1 

Distribution  of  Abstracts  and  Related  Items 


General 


ii.    In  accordance  ^/^ith  BViA  Instruction  No.  127.1,  effective  November  19, 
1945,  copies  of- abstracts  of  purchase^  sale,  processing,  and  pack- 
aging contracts  and  amendments,  corrections,  and. supplements  to  con- 
tracts shall  be  delivered  to  the  Shipping  and  Storage  Branch  in 
Vifashington  by  the  Budget  and  Management  Branch,    Also,  the  Budget 
and  Management  Branch  shall  furnish  a  consolidated  weekly  report  of 
abstracts,  amendments,  corrections,  and  supple.ments  issued  during 
the  reporting  period.    The  Commodity  Branch  field  offices  executing 
contracts  are -responsible  for  delivering  copies  of  abstracts  and 
related  items  to  the  Shipping  and  Storage  field  office  covering  the 
area  in  vjhich  the  preparing  office  is  located, 

B,  Abstracts  prepared  in  Vfeshington  will  be  delivered  to  thS  Office 
of  the  Chief,  Storage  Division,  Shipping  and  Storage  Branch.  Also, 
copies  of  abstracts  pi-epared  in  field  offices  of  the  Commodity 
Branches,  which  are  sent  to  the  Budget  and  Management  Branch  in, 
Washington  for  reproduction  and  distribution  of  copies  needed  by 
the  Vlashington  offices,  will  be  aelivered  to  the  Office  of  the 
Chief,  Storage  Division, 

C,  The  Office  of  the  Chief,  3toj."ago  Division,  Shipping  and  Storage 
Branch  is  responsible  for  sending  copies  of  abstracts  prepared  in 
''iashingtcn  to  its  arpropriate  Shipping  and  Storage  field  office(s), 

D,  Shipping  and  Storage  field  offices  receiving  copies  of  abstracts 
and  related  iteras  direct  from  offices  executing  contracts  vjill  be  ' 
responsible  for  sending  copies  of  abstracts  and  itemis  lo  other 
Shipping  and  Storage  field  offices  vjhich  may  be  involved, 

II       Vfashingt'on  Distribution  of  abstracts  and  Related  Items,  Except  Processing 
and  Repackaging  Abstracts 

A,    N^amber  of  Copies 

TVao  copies  of  abstracts  of  purchase,  ameninents,  corrections,  'and 
supplements  thereto  and  tvjo  copies  for  each  f,o,b,  point  and  oom— 
inodity  type  j^ill  be  fon«-arded  b.y  the  Budget  and  Management  Branch 
to  the  Office  of  the  Chief,  Storage  Division,  Shipping  and  Storage 
Branch,    On  abstracts  of  sale,  four  copies  plus  tvvo  copies  for 
each  f,o,b,  point  and  comjaodity  type  will  be  forviarded  by  Budget 
and  Management  Branch  to  the  Office  of  the  Chief,  Storage  Division,, 
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The  f.o.b.  point,,  and  . comiTiodity- type- vjill  be' the  governing  factors 
in  determining^  the  nimber  of  co^.des  and 'the  proper  Shipping  and 
Storage  field  offictj  to  '."ihich  the  j/bstract  ^'ill  be  sent  by  the  Stor- 
age Dirisioil,.  VJxhere  there  is  moro  tlian  one"f,o,b,  point  and  all 
are  located  in  the  territory  served  oy  the  office,  two  copies  for 
the  field  office  suffice.^.:....  -   

In  cases  v\ihere  abstracts  cover  more  than  one  f,o«b,  point' anci 'such 
f,o,b,  points  are  under  the  jurisdiction  of  different  Shippin,^  and 
Storage  field  offices,  two  copies  of  the  abstract  will  be  sent  to 
each  Shipping  ^-na  Storage  fiela  office  involved,  kIso,  in  case  an 
abstract  covers  different  tjrpes  of  a  commodity,  two  copies  'vvill  be 
sent  to  the  Shipping  and  Storage  field  office  concerned  for  each 
cormnodity  typ.e. 

The  above  distribution  Yjill  be  followed  in  every  instance  except 
i^Jhere  an  abstract  covers  a  poin.b  of  origin  located  in  "che  territory 
of  a  different,  field  office  from  the  f.o.b,  point,  or  the  vendor 
has  specifically  requested  that  shipping  instructions  be  sent  to 
his  home  office  or  a  central  poifit,  in  vvhich  case,  abstracts  -jvill 
be  sent  to  the  Shipping  and  Stoi-age  field  office  covering  these 
points, 

B,  Marking  "Action  Copy" 

The  Office  of  tne  Chief,  Storage  Division  vjill  stamp  "Action  Copy" 
on  one  copy  of  the  aostracts  sent  to  the  Shipjiing  and  Storage  field 
offices, 

Where  it  is  necessary  to  send  copies  to  different  Shippi^ng  and 
Storage  field  offices  because  of  the  f,o,b,  points,  the  f,o,b, 
points  involved  vii-i-l  be  circled  in  red  r.encil  and  the  abstract 
marked  "Action  Copy". 

C,  Recording  the  Receipt  of  Abstracts 

Upon  receipt  of  abstracts  and  related  items  in  the  Office  of  the 
Chief,  Storage  Division  in  'Lj'ashington,  a  record  "vdll  be  made  of 
the  abstract  or  item  on  "rLecord  of  Abstracts,"  Form  CCC-423. 

Post  the  follovjing  information  on  the  "Record  of  Abstracts"  on  the 
items  received: 

1,  Date  received 

2,  Abstract  number 
3«     Contract  nur.iber 

4.  Commodity 

5,  F'.O.B,  point  or  present  location 


After  posting  to  the  "Record  of  Abstracts"  has  been  completed,  copies 
of  the  abstract  or  item  '.'Jill  be  distributed  by  the  Office  of  the  Chief 
Storage  Division  for  usage  as 'folloTwg  :■  _ 

1,  Send  one  copy,  to  the  proper  Co.Tmodity  Unit,  Storage  Division 
:  for  use  in ■ maintaining  summarjv inventory  records, 

2,  Send  t"wo  copies  or  mor^  (see  paragraph  A,  above)  to  the  Ship- 
ping and  Storage  field  office  involved.  One  of  these  copied"  ' 
■will  be  the  ■•  i'Aption  Copy", 

;  ■3»    Send  one  copy  to  the  Chief,  Program  Management  Division  for 

use  in  cooperating. "w,ith  the  Storage  Division  on  storage  plans, 

4«    Send  one  copy  of  sales  abstracts  to  the  Claims  Division, 

, 5»    Send  one  copy  of  sales  abstracts  to  the  Inspection  and  Main- 
tenance Division,   :  • 

I'l/here  abstracts  or  items  are  prepared  in  field  offices  of  Commodity 
.Branches  and  distribution  to  Shipping  and  Storage' field. offices  has 
already  been  made,  the  t'A'o  copies-  of  the  abstract  or;  item  will  be 
distributed  in  accordance  with  paragraphs '1  and  -3  above,  and  on  sales 
abstracts,  the  four  copies  iVill  be  distributed  in  accordance  with 
paragraphs  1,  3?  4,  and  5, 

D,-    Transmittal  of  Abstracts 

Abstracts  Being  sent  to  Shipping  and  Storage  field  offices  by  the 
Storage  Division  will  be  sent  to  the  San-  Francisco,  Chicago,  and  Dalla 
offices  by  airmail  and  to  the  New  York  and.  Memphis  offices  by  regular 
mail,    ViJhere  in  the  opinion  of  1?he  Office  of  the  Chief,  Storage  Divi- 
sion, abstracts  cannot  be  delivered  by  mail  to  Shipping  and  Storage 
field  offices  at  least  four  days  pi-ior  to  the  delivery  date  ■  shovm  on 
the  abstract,  complete  abstract- ■information  will  be  sent  by  teletype 
to  the  Shipping  and  Storage  field  office  concernedri-'-.  .The  abstract 
will  then  be  m.ailed  to  the  Shipping  and  Storage  field  office  as  con- 
firmation of  the  teletype  message  and  marked  accordingly. 

Field  Office  Distribution  of  Abstracts  and  Related  Items- 
A,    Number  of  Copies 

  I  f .  - ' 

Two  copies  of  abstracts,  amendirients,  corrections,  and  supplements 
thereto  for  each  f .o.b,  point  and  commodity  type  'will  be  forvjarded  by 
the  field  office  executing  the  contract  to  'the  Shipping  and  Storage 
field  office  covering  the  territory  in  which-  t'he  preparing  office  is 
located,  ' 
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c 


The  f .o.b.  point  and  coiuToditj  type  be  the  ..governing  factors 

in  determining  the  numoer  of  copies  and  proper  Shipping  and  Storage 
field  office  to  .'v^hioh  the  abstract  'ndil  be  sent  by  the  receiving 
Shippings  and  Storage  field  office,     ..here  there  is  more  cnan  one 
f ,o,b»  point  and  all  are  located  in  the  terr'itor;;^  served  by  the 
same  Shiipping  and  Storage  field  office,  two  copies  for  the  office 
will  suf-fiqe,  •        -  r 

In  cases  vmere  abstracts  cover  more  than  one  f,o,b.  point  and  such 
f,c,b,  points  are  under  the  jurisdiction  of  different  Shipping  and 
Storage  field  offices,  two  copies  of  the  abstract  vjill  be  sent  to 
each  Shipping  and  Storage  fiei^d'  office  involved,  hIso,  in  case  an 
abstract  covers  different  tj-pes  of  a  commo'dj.Lv-,  tvjo  copies  v.'ill  be 
sent  to  the  Shipping  and  Storage  fiela  office  concerned  for  each 
commodity , type. 

The  aboX'e  distribution  will  be  folloived  in  every  instance  except 
vjhere  an  abstract  covers  a  point  of  origin  located  in  the  territory 
of  a  different  field  office  from  the  f,o,b,  point,  or  the  vendor 
has  specifically  reo^^uested  that  shipping  instructions  oe  sent  to 
his  home  office  or  a  central  point,  in  ■which  case,  abstracts  vvill 
be  sent  to  the  Shipping  and  Storage  field  office  covering  these 
points,  ■■  '■    '  :  ; 

B,  Marking  "Action  Copy"  .  .  , 

The  Shipping  and  Storage  field  office  receiving  abstracts  from  pre-  ^ 
paring  offices  viiH  mark  "iiction  Copy"  on  one  copy,    VJhere  it  is 
necessary  to  send  copies  to  differenb  Shipping  and  Storage  field 
offices  because  of  the  f,o,b,  points,  the.f,o,b,  points  involved 
v.'ill  be  circled  in  red  pencil  and  the  abstract  marked  "Action  Copy, " 

C,  Recording  'the  Receipt  of  rt.cstracts 

♦ 

Upon  the  receipt  of  abstracts  and  related  items  in  the  Shipping 
and  Storage  field  offices,  a  record  will  be  made  by  the  Storage 
Section  of  the  abstract  or  item  on  "Record  of  Abstracts,"  Form 

Post  the  follo.u'ing  information  on  the  "Record  of  Abstracts"  on  the 
items  received: 

1,  Date  received 

2,  Abstract  number  .  .     •  ' 
3»  Contract  nujnber 

4.  Commodity  ■ 

5.  F.O.B,  point  or  present  location        .    .  • 

After  posting  to  the  "Record  of  Abstracts"  has  been  completed, 
copies  of  the  abstract  or  item  v-iiil  be  distributed  by  .the  Shipping 
and  Storage  field  office  for  usage,  as  follo-ws: 


1,  Send  one  copy  to  the  Storage  Section.     This  '.u ill  be  ■' 
the  "Action  Copy", 

2,  One  copy  is  to  be  filed  in  a  master  file  of  abstracts 
and  related  items, 

*i(Yhere  additional  copies  are  received  because  of  the  f.o.b,  points, 
distribute  according  to  paragraph  A,  above.        i   .     ■  ■  . 

D,    Transmittal  of  Abstracts"    ,,   ,  ■    '  ■• 

—      — —  —  "  '    '   ■  « 

Abstracts  received  by  Shipping  and  Storage  field  offices  for  dis- 
tribution to  other  Shipping  and  Storage  field  offices  because  of 
the  f.o.b,  points  involved,  will  be  sent  by  airmail  iwhen  the  ab- 
stract cannot  be  delivered  by  regular  mail  in  tvjo  days.    Where  in 
the  opinion  of  the  receiving  Shipping  and  Storage  field  office, 
abstracts  cannot  be  delivered  by  mail  to  Shipping  and  Storage 
field  offices  concerned  at  least  four  days  prior  to  the  delivery 
date  shoT/vn  on  the  abstract,  complete  abstract  information  will  be 
sent  by  teletype,  via  VJashington,  if  necessary.     The  abstract  will 
then  be  mailed  to  the  Shipping  and  Storage  field  office  as  confir- 
••   mation  of -the  teletype  message  and  marked  accordingly. 

Processing  and  Repackaging  Abstracts 

A,  Ti'Jo  copies  of  processing  and  repackaging  abstracts  will  be  sent  to 
the  proper  Commodity  Unit,  Stoi'age  Division  and  to  the  Shipping  and 
Storage  field  office  covering  the  territory  in  which  the  processor 
or  contractor  is  located.    One  of  the  copies  being  sent  to  the 
proper  Commodity  Unit  in  the  Storage  Division  will  be  marked  "Action 
Copy. " 

B,  The  Commodity  Unit,  Storage  Division  will  be  responsible  for  noti- 
fying the  Shipping  and  Storage  field  offices,  by  teletype,  of  the 
quantities  of  commodities  to  be  moved  from  shippers  under  their 
jurisdiction  to  the  processor  or  contractor. 

Weekly  Report  of  Abstracts 

A.  The  Budget  and  Management  Branch  will  prepare  a  weekly  consolidated 
report  of  abstracts,  amendments,  corrections  and  supplements  issued 
during  the  reporting  period, 

B,  The  Office  of  the  Chief,  Storage  Division  will  secure  a  sufficient 
number  of  these  vjeekly  reports  to  send  one  to  each  Shipping  and 
Storage  field  office.     On  the  copies  to  be  sent  to  the  Shipping 
and  Storage  field  offices,  the  Office  of  the  Chief,  Storage  Divi-, 
sion  will  indicate  which  abstracts  and  items  were  sent  to  each 
Shipping  and  Storage  field  office,    ViJherever  it  is  found  in 


checking:  the  .report. .that:  3.n  absti-act  or  iterc  has  not  been  received 
in  the  field  office  where  needed,  a  re.queot  viiil  be  irrmediately 
made  to  the  Office  of  the  Ortief,  3tora.i;^  Division  for  the  missing 
abstract  or  item,.        ,  . 

Superseding  Instruction 

A,     This  procedure  supersedes.  Shipping  and  Storage  Branch  Memorandum 

No,  42,1,  dated  August  25,  1945,  entitled  "Distribution  of  Purchase 
and  Sales  Abstracts  and  Related  Items,"- 


deserve 
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Vendor  &  Purchase 
Availability 
UNITED  STATES  DEPARTlVlENT  OF  AGRICULTURE 
PRODUCTION  AND  LIARKETING  ADMINISTRATION 
ViTASHINGTON  25,  D.  C. 

SHIPPING  AND  STORAGE  BRANCH  liEMORANDUIvI  NO.  42.1 

REVISION  1  SUPPIEIENT  1 

Distribution  of  Abstracts  and  Related  Items 


I  Siorplus  Property 

A.  This  procedure  is  extended  to  cover  contracts  relating  to  the 
sale  of  surplus  property  by  the  U.  S.  Department  of  Agriculture 
as  disposal  agency  under  the  Surplus  Property  Act  of  1944. 

B.  The  Shipping  and  Storage  Branch  and  its  field  offices  will  be 
furnished  with  copies  of  abstracts  of  sales  of  surplus  property 
only  vjhen  the  Shipping  and  Storage  Branch  is  to  ship  or  store 
the  commodity, 

1,    Vtoen  the  Shipping  and  Storage  Branch  is  to  handle  the 
commodity,'  the  following  notation  will  appear  in  the 
upper  left  hand  corner  of  each  abstract  under  "Owning 
Agency":     "Shipping  and  Storage  Branch  will  handle 
this  commodity," 

II  Distribution  of  Abstracts  and  Related  Items  to  Inventory  Accounting 
Division 

A,  .With  the  transfer  of  the  Inventory  Accounting  Division  to  the 

Shipping  and  Storage  Branch  additional  copies  of  abstracts, 
amendments  to  abstracts,  corrections  and  supplements  will  be 
required  for  distribution  to  the  Inventory  Accounting  Division, 

1,  The  Budget  and  Management  Branch  will  furnish  three  Jt 
additional  copies  of  such  items  to  the  Office  of  the 
Chief,  Storage  Division, 

2.  The  Office  of  the  Chief,  Storage  Division  will  dis- 
tribute the  three  copies  to  the  "Chief,  Inventory 
Accounting  Division, " 

B,  The  addition  noted  in  paragraph  A  above  should  be  inserted  in 
Shipping  and  Storage  Branch  Memorandum  No,  42,1,  Rev,  1  para- 
graph II,  C  (page  3)  and  the  following  changes  should  be  made 
in  paragraph  II,  A  (page  1),  '     f**^  .  jk  r->  \r 

L  !  Ej  H  A  H  Y 
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1.  The  first  word  "two"  should  be  changed  to  "five" 

2,  In  line  5,  the  underscored  vijord  '"four"  should  be 
changed  to  "seven", 

III      Effective  date 

This  instruction  is  effective  February  4,  19A-6, 


H.  0.  VJarlid^  Director 
Shipping  and  Storage  Branch 


Distribution  Codes  "A"  and  "B" 
February  12_,  1946 
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Storage 

Vendor  &  Purchase  Availability 

I         PUHPOSE  AND  SGOPE 

This  Instruction  is  intended  to  expand  the  Shipping  and  Storage  Branch 
(S&S  Br.)  distribution  responsibility  and  operations,  both  in  'Yashington 
and  in  the  field,  as  authorized  in  T\ll\  Instruction  127.1,  "Preparation 
and  Distribution  of  Abstracts." 


II        DISTRIBUTION  '         .  " 

The  distribution  outlined  belovf  shall  be  followed  in  every  instance  ex- 
cept (a)  when  a  document  covers  a  point  of  origin  located  in  the  terri- 
tory of  a  field  office  different  from  that  covering  the  f.o.b.  point, 
or  (b)  the  vendor  has  specifically  requested  that  shipping  instructions 
be  sent  to  his  hone  office  or  a  central  point,  in  ?7hich  case  they  shall 
be  sent  to  the  S&S  Br.  field  office  covering  these  points.  Indication 
of  this  preference  will  be  found  in  a  footnote  iioniediately  above  the 
availability  table  Oxi  abstract  foms. 

A  Washington 


1         Number  of  Copies  -  Reproduced  copies  of  abstracts 
of  purchase,  sale,  processing,  packaging  contracts,  tenders  of 
delivery,  amendments  to  contracts,  and  related  documents  shall 
be  delivered  by  the  Adm.inistrative  Services  (AS)  Division,  BIA, 
to  the  Program  Operations  Division  (Pre,  0.  Div.)  in  the  follow- 
ing number  : 

a  Four  copies  of  all  abstracts  (except  sales) 

and  rela.ted  documents,  ^ 

b  Sales  abstracts  -  Si^c  copies  except  those 

involving  sales  of  surplus  property  where  the  S&S  Br, . 
does  not  store  or  handle  the  commiodity.     The  S&S  Br, 
■  '  mil  receive  5  copies. in  case  of  sale  of  surplus 
property  only  where  "SS  to  hnndle"  appears  under 
"Owning  Agency"  in  an  upper  left  block  of  the  forms, 

c  Additional  copies  for  distribution  to  the 

S&S  Br.  field  office  -  Thetu.:  cooics  i<ill  not  be  needed 
if  the  master  ditto  is  mailed  in  from  a  field  office , 

(1)         T".;o  copiteii  of  each  pc--ge  of  an 
abstract  for  each  S&S  Br.  field  office  having 
jurisdiction  over  the  f.o.b,  points  Indicated 
thereonj  or 
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(II  A  i  c) 

(2)  T^TSlVu  C0]<X^c5  of  r.ll  docuTiGnts 

;^'hen  point  of  ori^'in  or  loc-tion  of  cor-nocity 
is  unknov.ai  (as  in  field  purchc.ses). 

2         Tr-nsjidttol  -  The  -bove  conies  shall  be  distributed 
by  the  Fro.  0.  Div.  B j ISDIATELY  (within  2A  hours)  y^s  follows s 

a         One  copy  of  rxll  docui-isnts  to  the  appro- 
priate cormiodity  unit  of  the  Storape  and  Distribution 
Section  of  the  Pre.  0.  Div. 

b         One  copy  of  all  documents  to  the  Inven- 
tory Accounting  Division  (lA  Div^. 

c         One  cop2''  of  all  documents  to  the  Clcd-ms 
Diy.  for  filing  in  the  "Contract"'  case  file. 

d         One  additional  copy  of  sales  abstracts 
and  related  docorapnts  to  the  ClaL:^L3  Div.  for  possible 
operating  use. 

e         One  copy  of  sales  abstracts  and  related 
docu-Qents  to  the  I'cdntenance  Division. 

f-         'Jnen  tlie  upper  right  block  "Office  Prepar- 
ing Abstract_, ",  contains  "ViFci.sh."  after  the  name  of  the 
preparing  office^  as  indication  that  the  abstract  was 
prepared  in  Washington^  copies  shall  be  sent  air  mail 
to  S&S  3r.  field  offices  as  provided  for  in  (1)  or  (2) 
belovj-.     The^'"  shall  not  be  sent  if  the  master  ditto 
of  the  docur.ient  was  prepared  by  and  sent  in  f roir  a 
field  office  (corimodity  or  S&S  grj 

(1)  One  copy  shall  be  marked  "Action 
Copy,"  and  the  f^Orb.  points  on  which  action 
is  to  be  tal-cen  shall  be  circled  in  red  pencil, 
except  vihen  point  of  origin  or  location  of 
comodity  is  unknovm. 

(2)  ^Tnen  the  S&S  Br.  field  office  is 
^        .                 not  known  (as  in  the  case  of  field  purch.ases) 

2  copies  shall  be  sent  by  air  mail  to  each 
of  the  field  offices  and  the  Atchison  Office, 
They  shall  be  maintained  in  a  pending  file  for 
reference  purnoses,  only,  until  the  program  is 
completedc 
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(II)  Storage  

Vendor  &  Purchase  Availabilitj 

B       Field  Offices 

1  Number  of  copies. 

a         Ylhen  an  S&S  Bre  field  office  prepares 
a  master  ditto  of  an  abstract  or  related  docinnent 
it  shall  secure  from  the  area  office  of  the  AS  Div.^ 
HdA,  copies  for  its  own  use  and  2  for  each  S&S  Br. 
field  office  having  jurisdiction  over  the  f.o^b.  points 
indicated  thereon^ 

.  b         When  an  S&S  Br.,  field  office  has  juris-  , 
diction  over  one  or  more  f .o„br  points  indicated  on 
an 'abstract  or  related  document  v/hich  vjas  prepared 
in  'Tcishington^  it  shall  receive  2  copies  of  such 
docuPAont  from  the  Proo  0,  Div-^  ^7('-.shington.     If  the 
document  vfas  prepared  in  another  field  office  (com.- 
modity  or  S&S  Br-.),  the  field  off  ice  having  juris- 
diction over  the  i  ,o<,b,  points  indicated  on  the  docu- 
ment shall  receive  2  copies  from  the  S&S  Br,  field 
office  which  prepa.red  the  document. 

c         Aiiditional  cooies  shall  be  secured  from 
the  appropriate  A3  Div.^  RIA,  when  needed, 

2  Transmittal  —  The  above  copies  shall  be  dis- 
tributed by  the  S&S  Br»  field  office  HIT^DIAT^IY  (vrithin 
24  hours  )  as  f ollo-rs : 

a         rJhen.the  docum.ent  pras  prepared  by  an 
S&S  Br.  field  off ice_,  that  office  shall  remove  the 
heavy  T/hite  bacl:ing  sheet;  shall  protect  the  master 
ditto  T.dth  a  tissue j  and  shall  then  air  mail  the 
master  ditto  to  the  Adrrdnistrative  Services  Division_, 
Budget  and  Mcnagement  Branch_,  HIA,  United  States 
Department  of  '  griculture_,  "'Vcshington  25^  D.  C.  It 
shall  be  inserted  in  a  tube_,  properly  wrapped^  upon 
Tfhich  is  clearly  amarked  "IL-ster  ditto  -  abstract." 
Several  master  dittos  may  be  mailed  in  one  mailing 
tube  or  envelope, 

b         Tiien  the  document  xvas  prepared  in  a 
field  office  the  S&S  Br.  field  office  in  that  area 
shall  air  mail  2  copies  of  each  document  to  the 
SScS  Br,  field  office  having  jurisdiction  over  the 
f.Oob.  points  indica^ted  thereon.     One  copy  shall  be 
marked  "^-ction  Copj;-"  and  the  f  .o.Id.  points  on  v;"hich 
action  is  to  be  tal-cen  shall  be  circled  in  red  pencil. 
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(llB  2) 

c         One  copy,  marked  "Action  Copy,"  shall  be 
sent  to  the  Storage  Section  (Stg.  Sec). 

d         One  copy  shall  be  filed  by  the  Stg.  Sec, 
in  a  master  file  of  abstracts  and  related  documents. 

C       Teletype  notification  -  "^iijhen,  in  the  opinion  of  the  Pro. 
0.  Div. ,  Wr.snington,  or  the  Stg,  Sec.  of  a  field  office,  documents 
cannot  be  delivered  by  air  mail  to  the  ,3ScS  Br.  field  offices  at  least 
U  days  prior  to  the  deliver;,'-  date  shov^n,  complete  information  shall 
be  sent  by  teletype  to  each  S(-S  Br.  field  office  concerned.  The 
document  shall  then  be  mailed  to  the  SGS  3r.  field  office  as  confir- 
mation of  the  teletype  message  and  shall  be  marked  accordingly. 

Ill       EECEIFT  CONTROL 

'A       Washington  -  Tl^^e  Pro.        Div.  shall  maintain,  and  shall 
utilize  one  or  more  of  the  f ollov:ing  records  of  receipt  of  abstracts 
and  related  docaments  : 

1  A  ditto  sheet,  "Receipt  for  Ditto  Vfork,"  from  the 

AS  Division,  HIA.     This  receipt  lists  each  document  by  contract 
nujTiber  end  the  niunber  of  copies  of  each  document  accompanying 
the  receipt,  as  v:ell  as  the  time  and  date  received.  Receipts 
■  shall  be  filed  for  an  adequate  length  of  time. 

2  A  3x5  card.  Form  SS-34,  "Record  of  Abstracts 
(Washington),"  shall  be  maintained  and  filed  in  numerical  se- 

'  qucnce.by  contract  .number.  .  .To.^^it. -shall  be  posted  the -following 
■  info iri3.t ion: 


a 

Contract  namber 

b 

Type  of  docurrient  r 

•eceived 

c 

Dite  received 

d 

Date  mailed 

e 

3&S  Br.  field  offi 

ce(s)  to  which 

copies  were  mail 

ed 

Wnenever  errors,  such  as  the  use  of  duplicate  numbers,  are 
detected,  the  Fro,  0,  Div.   shall  bring  them  to  the  attention 
of  the  preparing  office,  or  to  the  attention  of  the  n'ashington 
office  of  a  coFimoditj^  branch,  if  the  document  vras  prepared  by 
a  coirjuodity  branch  office  in  the  field, 

3         Sample,  copies  of  all  documents  received,  filed  in 
numerical  senuence  by  contract  nuinber,  all  documents  relating 
to  one  contract  being  securely  fastened  together.     After  these 
copies  have  been  reported  on  the  y^eekly  Form  FMA-283^  "Ghi:.ck 
List 'of  Abstracts  and  Related  Documents  Issued,"  they  shall 
be  forwarded  to  the  Claiins  Div.  for  the  "Contract"  case  files, 
as  re-.uired  in  3<?.:S  Br.  Instr.  50.1. 
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B         Ficilt-.  Offices  -  Thu  Stg,  Soc,  of  each  field  office  shall 
maintain,  and  shall  utilize  one  or  nore  of  the  following  records  of 
receipt  of  abstracts  and  related  documents: 

1  S''-j-::j1c  co:oies  of  all  documents  received^  filed  in 
numerical  se^^uence  by  contract  number^  all  documents  relating 
to  one  contract  being  securely  fastened  together. 

2  Forji.  cCC-425,  ^'Record  of  .Vuutr-.-cts,"  to  »hich  shall 
be  posted  the  follovdng  information: 

a  Date;  received 

b  Cuntrcct  nui:iber 

c  Gojijiodity 

d  F.O.B.  point  or  present  location 

'rfncnever  errors^  such  -'S  the  use  of  duplicate  numbers ^  are 
detected,  the  S"6,'->  Sec.  shcil  bring  them  to  the  attention  of 
the  preparing  office  in  the  field,  or  to  the  attention  of  the 
pro,'  0.  Div.,  Vja6liington_,  if  the  docuraent  -.-/as  prepared  in 
ttashington.  • 

3  The  3:c5  card,  Foiti  33-345  "Record  of  Abstracts 
as  used  in  W".sliin,c;ton. 

IV         T;ffiEICLY  REPORT  OF  DOCiniEMTS 

A         Receipt  -  The  Pro,  0.  Piv. ,  '7:--.Ghington,  shall  secure 
consolidated  reports  on  Furns  PJ'TA-283,  "Chech  List  of  Abstracts  and 
Related  Docuxients  Issued, ",  from  the  AS  Division,  WA,  in  sufficient 
quantity  for  internal  use  and  to  send  one  to  each  SftS  Br.  field  office 
and  the  Hi  DiVo 

B  Use 


1  ^"^ashington 

a         This  report  shall  be  checked  by  the  Pro.  0. 
Div,  a;-;ainst  the  receipt  control  records  to  m.ake  certain 
that  all  documents  listed  have  been  received  and  for- 
warded to  the  appropriate  field  office. 

b         On  one  copy  being  sent  to  each  field  office,  . 
the  Pro.  0,  D;;.v.  siiall  draw  a  horizontal  check  line  in 
red  pencil  beside  the  contract  number  of  each  document 
already  forv-rarded  to  that  particular  field  office. 


h2,l  R^-v.  2  DISTHIBUTIOn  OF  ABSTRACTS  \:n  ^SL^TSD  DOCUI!:^NTS 
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c         Wnanevsr  it  is  found  that  a  document  listed 
was  not  received  in  the  branch  or  was  not  f  orv;arded  to 
the  appropriate  field  office^  necessary  steps  sha.ll  be 
taken  bj  the  Pro.  0*  Div.  to  ru;iody  the  situation, 

2         Field  Offices 

a         This  report  shall  be  checked  by  the  Stg, 
Sec  against  the  control  records  to  nake  certain  that 
all  documents  checked  in  red  pencil  have  been  received. 

b         r,rhene"i.^er  it  is  found  that  a  document  has 
not  been  received^  a  re  quest  v.-ill  be  made  H 5 'HID LATELY 
to  the  Pro»  0-.  Div.  for  the  missing  docuir:ent, 

V  SUPERSEDING  IrlSTnUCTIOII 

This  Instruction  supersedes  SJcS  3r„  Instr,  1,2.1  "Rev,  1^  dated  Decem- 
ber 13,  1945^  and  Supplement  1^,  dated  Februar:/  12,  19 A6,  entitled 
"Distribution  of  Abstracts  and  "^.elated  Items,''  and  becom.es  effective 
iiTimediately .       ;  ' 
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 DISTRIBUTION  OF  ABSTRACTS  AND  RELATED  LOCUMTS  -62301 

SS  Branch 

Operating  Inventory 

I  GENERAL 

This  Instruction  is  in  conformance  with  PM  Instruction  127.1 
"Preparation  and.  Distribution  of  Abstracts"  and  sets  forth  Shipping 
and  Storage  Branchy  Vlashington  (SS  Br«)  and  OCC  Field  Office  respon- 
sibilities in  connection  with  the  distribution  and  use  of  abstracts 
of  don tracts 

II  DISTRIBUTION 

Abstracts  v:ill  be  distributed  to  COG  Field  Offices  to  originate  ship- 
ment on  the  following  jurisdictional  basis: 

/l/     1/Vhere  "present  location"  or  "point  of  origin"  of  the  commod- 
■•  ity  and  the  "F,0,Be  point"  or  "point  of  delivery  to  CCG"  are  the 
SAME:    send  abstracts  to  the  field  office  in  the  area  of  "present 
1g cation"  or  "point  of  origin«" 

/2/     Where  "present  location"  or  "point  of  origin"  of  the  comm.od- 
ity  and  the  "Fo0,B,  point"  or  "point  of  delivery  to  CCG"  are 
DIFFERENT:    send  abstract(s)  to  the  field  office(s)  in  the  area 
of  "present  location(s)"  or  "    point(s)  of  origine" 

/3/     Where  an  abstract  shows  that  the  vendor  desires  shipping 
instructions  to  be  sent  to  a  specific  address  regardless  of 
"present  location/'  "point  of  origin,"  "f,Oobo  point"  or  "point 
of  delivery  to  CCG";  send  abstract(s)  to  the  field  office(s)  in 
the  area  of  the  specified  address(.s)e 

A         SS  Br,  Washington 

1         Number  of  copies  -  Reproduc^ed  copies  of  abstracts  of 
pur  chase  J  sala^  processing;  packaging  cor:i:.ract3j  tenders  of 
delivery,  amendments  tn  contracts ^  and  related  documents  will  be 
delivered  by  the  Administrative  Services  (AS)  Division,  Budget  and 
Management  (B&I.O  Branchy  promptly,  after' reproduction,  to  the  Pro- 
gram Operations  Division  (Proo  0,  Dive)^,  SS  Br^  in  the  following 
number: 

a      .  Two  copies  of  all  abstracts  (except  abstracts  of 
sales  contracts  negotiated  by  field  offices  of  PI.IA  and/or 
CCC)  and  related  documents* 
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(II  A) 

  b  Three  ■  copies  "  of 'all  abstracts  arid,  related  docu- 
ments of  sales  contracts  negotiated  by  field  offices  of  PL!A 
and/or  CCG, 

c         Additional  copies  for  distribution  to  the  CCG 
Field  Office  ~-  These  copies  will  not  be  needed  if  the  master 
ditto  is  received  by  "Washington  from. a  field  office  of  K'A 
and/or  00*07 

(1)  Four  copies  of  each  page  of  an'  abstract 
for  each  COO  Field  Office  having  jurisdiction ' over  the 
foOeb,  points  indicated  thereon^  or- 

(2)  Tvranty  copies  of  all  documents  when  point 
X  '     •■of;  origin  or  location  of  commodity  is  unknown  (as  in 

field  purchases )o 

2'        Transmittal  -  Immediately  (within  2/^.  hoiors)  after 
receipt,  the  above  copies-  will  be  distributed  by  the  Pro.  0,  Div, 
as  f blloi/vs : 

a         One  copy  of  all  docum-ents  to  the  Storage  and  Dis- 
tribution Section  of  the.Proo  0,  Divo  for  availability  and 
planning,  purposes « 

■    b       ■  One  copy  of  a-1-1  documents  to  the  Inventory  Account- 
ing Section  of  the  Pro,  Oo  DiVc  for  accounting  purposesc 

c         One  copy  of  abstracts  of  sales  contracts  negotia- 
■ted  by. field. offices  of  PM  and/or  000  to  the-'Fleld  Management 
Division  for  reviev;  and  managem.ent  purposes©: 

d         When  the  upper  right  block  "Office  Preparing 
Abstract;"  contains  "Washo"  after  the  name  of  the  preparing 
office,  as  indication  that  the  abstract  vms"  prepared  in 
"t^^ashington,  four  copies  will  be  sent  air  mail  to  the 
■    respective  000  Field  Offices  as  provided  for  in  (l)  below. 
They  will  not  be  sent  if  the  master  ditto  of  the  abstract 
V  ■  ■".  was  prepared  and.  sent  to  ''.'''''ashington  by  a  field  office  of 
'  ■   PM  and /or  000  „, 

(1)  '      One  copy  will  be  marked  "action  copy" 
and  the  F.O.Bo  points  on  which ^ action  is  to  be 
taken  will  be  circled  in  red  pencil  except 
when  point  of  origin  or  location  of  commodity 
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(II  A  2  d  (i)  cont'd.) 

is  not  knowne    The  CCC  field  office  will 
use  this  copy  in  ordering  commodity 
movement o 

(2)  The  second  copy  is  for  freight  bill  veri- 
fication and  claims  purposes f 

(5)  The  third  copy  is  for  commodity  payment 
(Fiscal  Divo)  purposeso 

(4)  The  fourth  copy  is  for  accounting  (Fiscal 
DiVe)  purposes  o 

e         "When  the  CCC  Field  Office  is  not  known  (as  in  the 
case  of  field  purchases),  two  copies  mil  be  sent  by  air  mail 
to  each  field  office  ard  the  Atchison  office.    They  will  be 
maintained  in  a  pending  file  for  reference  purposes  until  the 
program  is  comoletedo 

3         In  accordance  with  PMA  Instruction  127 ol,  Preparation  and 
Distribution  of  Abstracts,  the  Budget  and  Management  Branch, 
?''ashington,  will  furnish  the  Fiscal  Branch,  ''■'ashington,  with  two 
copies  of  each  abstract  of  contracts  negotiated  both  in  Washington 
and  the  field <>    These  copies  are  for  use  by  the  Fiscal  Branch, 
T'ashingtona 

B         CCC  Field  Offices 

1         Number  of  copies* 

a        When  a  CCC  Field  Office  prepares  a  master  ditto 
of  an  abstract  or  related  document,  it  shall  secure  from  the 
area  office  of  the  AS  Div.,  HIA,  copies  for  its  ov;n  use  and 
four  copies  for  each  CCC  Field  Office  having  jurisdiction 
over  the  f,o«b»  points  indicated  thereon^ 

b        When  a  CCC  Field  Office  has  jurisdiction  over  one 
or  more  f  ©Oobo  points  indicated  on  an  abstract  or  related 
document  which  vras  prepared  in  Washington,  it  will  receive 
four  copies  of  such  document  from  the  Proo  0»  Div., 
Washington,,    If  the  document  was  prepared  in  another  field 
office  (PMA  and /or  CCC),  the  field  office  having  jurisdiction 
over  the  foOab,  points  indicated  on  the  document  will  receive 
four  copies  from  the  CCC  Field  Office  which  prepared  the 
document  for  use  similar  to  that  indicated  in  A  2  d  above. 
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( II  B  1  c )   

c         Additional  copies  mil  be  secured  from  the 
appropriate  AS  Divo,  PlIA,  when  needed© 

2         Transmittal  —  After  reproduction,  the  above  master 
ditto  and  copies  will  be  distributed  by  the  CCC  Field  Office 
IMMEDIATELY  (within  24  hours)  as  follows: 

a        When  the  document  was  prepared  by  a  CCC  Field 
Office^  that  office  mil  remove  the  heavy  white  backing 
sheet; 'protect  the  master  ditto  with  a  tissue;  and  then 
air  mail  the  master  ditto  to  the  Administrative  Services 
Division,  Budget  and  J-knagement  Branch,  PM,  United  States 
Department  of  Agriculture,  Washington  25,  Do  C,    It  v/ill 
be  inserted  in  a  tube,  properly  vjrapped  and  clearly  marked 
"Master  ditto  -  abstracto"    Several  Master  dittos  may  be 
mailed  in  one  mailing  tube  or  envelope. 

b    ■     "'-''.'hen  the  document  was,  prepared  in  a  Commodity 
Branch  field  office  the  CCC  Field  Office  in  that  area  vail 
air  mail  four  copies  of  each  document  to  the  CCC  Field 
Office  having  jurisdiction  over  the  f«Oobo  points  indicated 
there on o 

(1)  One  copy  will  be  marked  "action  copy"  and 
the  FeO.Bc  points  on  which  action  is  to 

be  taken  will  be  circled  in  red  pencil  ex- 
cept when  point  of  origin  or  location  of 
commodity  is  not  known^'  The  CCC  Field 
office  Yflll  use  this  copy  in  ordering  com- 
modity movement  o 

(2)  The  second  copy  is  for  freight  bill  veri- 
fication and  claims  purposes <, 

(3)  The  third  copy  is  for  commodity  payment 
(Fiscal  Div^ )  purposeso 

(4)  The  fourth- copy  is  for  accounting  (Fiscal 
'' .                                   Divo)  purposes;o 

" '  C'        Teletype  Notification  -  "''hen,  in  the  opinion  of  ilie  Pro.  0, 
Div«,  Vfeshington,  or  a  CCC  Field  Office,  documents  cannot  be  delivered 
by  air  mail  to  the  CCC  Field  Offices  concerned  at  least  4  days  prior 
to  the  delivery  date  showh,  complete  information  shall  be  sent  by 
teletype  to  each  CCC' Field  Office  concernedo    The  document  will  then 
be  mailed  to  the  CCC  Field  Office  as  confirmation  of  the  teletype 
message  and  mil  be  marked  accordingly. 
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III     RECEIPT  CONTROL 

■  ^        Washington     The  Pro*  0o  Div«  will  maintain^  and  utilize 
one  or  more  of  the  following  records  of  receipt  of  abstracts  and 
related  documents: 

1  A  ditto  sheet,  -  "Receipt  for  Ditto  I'^'ork,"  from  the 
AS  Division,  PMA,    This  receipt  lists  e-ach  document  by  contract 
number  ard  the  number  of  copies  of  each  document  accompanjfing 
the  receipt,  as  vrell  as  the  time  and  date  received*  Receipts 
will  be  filed  for  an  adequate  length  of ^  timeo 

2  Card,  Form  SS~34,  "Record  of  Abstracts  (Washington)," 
will  be  maintained  and  filed  in  numerical  sequence  by  contract 
number To  it  will  be  posted  the  follovdng  information: 

a  .      Contract  number 

b         Type  of  document  received 

c         Date  received 

d         Date  mailed 

e         CCC  Field  Office(s)  to  vfhich 
copies  were  mailed 

Whenever' errors,  such  as  the  use  of  duplicate  numbers,  are 
detected,  the  Fi  Oo  0'<,  Divs  will  bring  them  to  the  attention  of 
the  preparing  office,  or  to  the  attention  of  the  Vfeshington 
office  of  a  commodity  branch,  if  the  document  was  prepared  by 
a  commodity  branch  office  in  the  fields 

B         CCC  Field  Offices  -  Each  CCC  Field  Office  mil  maintain 
adequate  records  to  control  the  receipt  of  abstracts  and  related  docu- 
mentsc    The  follov;ing  are  suggested  for  use: 

1  Form  CCC-4.25,  '•Record  of  Abstracts,"  to  which  may  be 
posted  the  following  information: 

a  Date  received 

b  Contract  number  ' 

c  Commodiiy 

.  d  F.O.B, point  or  present  location 

2  Card  Record,  Form  SS-34,  "Record  of  Abstracts,"  as 
used  in  Washington^ 

3  Whenever  errors,  such  as  the  use  of  duplicate 
numbers,  are  detected,  the  CCC  Field  Office  will  bring  them  to 
the  attention  of  the  preparing  office  in  the  field  or  to  the 
attention  of  the  Pro«  Oo  Div.,  Washington,  if  the  document  was 
prepared  in  VJashington, 
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IV  TO  KLY  REPORT  OF  DOCm/E  NTS-  - 

A        Receipt'  -    The  Pro,  0,  Div,,  Washington-,  will  secure 
consolidated  reports  on  Forms  PM-2 83, .  "Check  List  of  Abstracts  and 
Related  Documents  Issued^"  from  the  AS  Division,  PMA,  in  sufficient 
quantit;/  for  internal  use  and  to- send,. one  to  each  GCC  Tield  office 
and  the  lA  Sec,  of  Pro,  0,  Div» 

.     ,    B-        .Use        •       ■  ■    :  ■  '■' 

1  T'ashingtpn 

a  •       'This  report  v/ill  be  "checked  by  the  Pro,  0© 
Divo  against  the  receipt  control  records  to  make  certain 
that  all  documents  listed  have  been  received  and  for-  - 
warded  to  the  appropriate  field  office* 

b         On  one  copy  being  sent  to  each  field  office, 
the  Proo  Oo  DiVo  Td.ll  draw  a  horizontal  check  line  in 
red  pencil  beside  the  contract  number  of  each  document 
already  forwarded  to  that  particular  field  office » 

c        ViThenever  it  is  found  that  a''document  listed 
was  not  received  in  the  brojnch  or  was  not  fonvarded  to 
the  appropriate  field  office,  necessary  corrective  steps 
will  be  taken  by  the  Proo  Oo-  Div» 

2  Field  Offices 

-:  a         This  report  will  be  checked  by  the  field 

office  against  the  control  records  to  make  certain  that 
all  documents  checked  in  red  pencil  have  been  received o 

b         "I'lThene'ver  it  is  found  that,  a  document  has 
not  been  received,  a- request  mil  be  made  E/U-ED lATELY 
to  the  PrOo  0,  Div,  for  the  missing  document « 

V  SUPERSEDIM}  INSTRUCTION...  ■ 

This '  Instruction  supersedes  S3  Br,  Instro  4.2,1  Rev,  2,  dated 
.October  31,  1946,  entitled '  "Distribution  of  Abstracts  .and  Related 
documents,"  and  becones  effective  "January  1,  1948. 


Ho  O'o  "''arlick;,  Director 
Shipping  and  Storage  Bran.ch 
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